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One of eight sections of a handbook for use by 
vocational teacher educators in improving vocational teacher 
education linkage with business, industry, and labor, this third 
section is designed to promote the use of the cooperative internship 
approach to utilizing resources of the private sector. (Cooperative 
internships, as defined here, encompass the period of time spent in 
business, industry, or other agencies for the purpose of providing 
the intern with supervised occupational or professional experiences, 
with or without a salary.) Although the guidelines are intended for 
use by faculty members of vocational teacher education departments, 
the materials are considered easily adaptable fpr use by vocational 
educators at the postsecondary and secondary levels. An introduction 
outlines the whole handbook and lists befiavioral objectives for this 
section. Basic activities common to most cooperative internships are 
described as a model approach. Then suggested alternative forms and 
procedures are presented to aid departments in developing plans that 
are unique to their own situation. A chapter on administrative 
details deals with the investigating and establishing of policies and 
procedures and contains a checklist of planning steps. (JT) 
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FOREWORD 



Continuing advances in technology, changing employment opportunities, and changing work 
requirements demand tnat vocational teacher educators establish linkages with the private sector in 
order to keep up-to-date in their efforts to support relevant education programs for youth and 
adults. It is recognized also that in developing these linkages, vocational educators can be helpful 
to their business, industry, and labor counterparts. 

Educators must share their concerns for the design and maintenance of viable vocational edu- 
cation programs. Giving visibility to effective strategies and working arrangements will help spread 
the practice of utilizing business, industry, and labor inputs and, in the process will greatly 
strengthen the possibilities of placing vocational education graduates in satisfying and rewarding 
careers. 

These eight handbook sections are a response to the need for direction and suggestions in in- 
creasing business, industry, and labor inputs into vocational teacher education programs. The guide- 
lines contained in the handljpok sections are intended for use by facuky members of vocational 
teacher education departments, but the material is also easily adaptable for use by vocational edu- 
cators at the post -secondary and secondary levels. 

A strength of these handbook sections is the interest and involvement of vocational education 
teacher educators across the nation. Appreciation is expressed to the many educators who contrib- 
uted materials and reviews of the initial drafts. Center staff involved in the development of the 
Resource Handbook sections include Dr. Richard Dieffenderfer, project director, Ms. Lee Kopp, 
and Mr. Crest Cap. 



Robert E." Taylor 

Executive Director 

The Center for Vocational Education 
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Preface 



Resource Handbook Development 



The Resource Handbookfor improving vocational teacher education linkage with business, 
industry, and labor was prepared as resource materials for an EPDA Training Workshop conducted 
at The Center for Vocational Education, April 18-19, 1977. The training workshop and resource 
materials development work are part of the activities of a Center project sponsored by the U.S. 
Office of Education and the Ohio Department of Education, Division of Vocational Education under 
EPDA Part F, Section 553 as a national priority project entitled: "Improving Business, Industry, 
Labor Inputs into Personnel Development Programs." 

The Resource Handbool; has been prepared based on information gathered during literature . 
searches, coritributions of ^dividual vocational teacher educators, inputs from the project planning 
committee and work session review panel, and the development effort and adaption by project staff 
of ideas thought most appropriate to the needs of vocational teacher education departments. The 
choice of the eight topics developed in each of these handbook sections was based on the stated 
needs of respondents to a national survey of vocational teacher education departments conducted 
as part of project activities for identifying existing business, industry, and labor linkages. 

The development of the resource handbook for improving vocational teacher education depart- 
ment linkages with business, industry, and labor was guided by sevjral basic objectives. These in- 
cluded a desire to: 

1. Identify various types and sources of information appropriate to the business, industry, 
and labor interests of vocational teacher education departments; 

2. Describe for vocational teacher educators appropriate ways to access and utilize selected 
business, industry, and labor information resources; and 

3. Organize and present resource information '-^ a wr./ that encourages its use in meeting the 
business, industry, and labor linkage objectives of vocational teacher education departments. 

The eight topics featured in the Resource Handbook sections include: 

# / Sta ff Developmen t: 

Creating a Staff Development Plan for Business, Industry, and Labor Involvement 

4^2 Advisory Committees: 

Utilizing Business, Industry, and Labor Advisory Committees. 
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#3 Cooperative Internships: 

Establishing Cooperative Internship Programs Involving Business, Industry, and Labor. 

#4 Personnel Exchange Programs: 

Establishing Personnel Exchange Programs Involving Business, Industry, and Labor. 

#5 Workshops: 

involving Business, Industry, and Labor Through Workshop Programs. 

#6 Site Visits: 

Conducting Business, Industry, and l^bor Site Visits. 

#7 Resource Persons: 

Involving Resource Persons From Business, Industry, and Labor. 

#8 Program Support: 

Securing Program Support for Business, Industry, and Labor Involvement. 



Resource Handbook Feedback 

The de/elopment of this type of resource handbook series needs the continual input of fresh 
ideas and reactions in order to make the final product as useful as possible to vocational teacher 
educators. Inside the back cover of each of the Resource Handbook Sections thet'i »s a feedback 
reaction sheet for submitting your suggestions for improving business, industry, labor, and education 
linkages. Your ideas are wanted concerning: 

1. Suggestions for other linkage ideas and approaches; 

2. Linkage problems that are unique to various types/sizes of teacher education departments; 

3. - Suggestions fpxreferences and resource materials; 

4. Identification of additional planning steps and procedures; and 

5. Additional comments. 

Your professional contribution to cooperative efforts with business, industry, and labor is 
appreciated. 
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Introduction 



This part of the handbook section provides an overview of the cooperative internship approach 
to utilizing business, industry, and labor inputs. The introduction begins with a need statement for 
the use of cooperative internships in vocational teacher education programs, followed by a statement 
ot the benefits and contributions of cooperative internships to vocational educators, an overview of 

^ the parts of this handbook section, and a Wst of objectives for department faculty that use this hand- 

\—'--t)aolcsectionr ^ 
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^. Need Statennent 



\ Our country, in this era of rapidly changing technologies, needs more and.better qualified 
; teachers to help train more effectively our nation's manpower. We need tr be aware that adequate 
\ preparation of vocational teachers is of vital importance in the continued delivery of quality educa- 
\ tion in vocational programs. An internship, properly sponsored and coordinated by a teacher training 
^institution in cooperation with business, industry, labor, and other agencies can assist in the develop- 
rnent of competent vocational teachers. 

\ Universities must play an important role in developing that awarenecs. Leaders in'the institutions 
6f higher learning and in the work places as well, need to recognize the mutually beneficial results of 
active business/industry/labor education cooperation. 



Contributions / Benefits 

A number of benefits to the intern, ifistitution, and sponsor can be derived from implementation 
of a cooperative internship program. The following are possible benefits: 

• In-service and preservice teachers may earn while they learn; 

• Promotes business, industry, labor and vocational education; 

• Develops the concrete concepts helpful to subsequent theoretical instruction; 

• Broadens the work experience of pre- and in-service teachers which may be uneven and/or 
limited in depth and breadth; 

• Allows interns to associate with businessmen and craftsmen so that an exc.iange of ideas 
can benefit the intern in his work; 

• Irjterns can observe, first hand, changes which may reflect new skills and knowledges related 
to his service area; 
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• The intern obtains an overall picture of business and industry procedures and processes; and 

• Allows for closer cooperation between all parties involved. 



Handbook Section Overview 

\ 

Cooperative Internships, as defined in this section, encompasses the period of time spent in 
business, industry, or other agency for the purpose of providing the intern with supervised occupational 
or professional experiences. The intern may or may not receive a salary. Industry education exchange 
programs for department faculty and staff are not included in this definition. 

This handbook section is sub-divided into the following parts: 

• I ntroduction— This part of the handbook section contains a need statement, a statement of 

the contributions and benefits of this approach to the department faculty, an overview 
^ of the handbook section, and a list of objectives for the handbook section. 

• The Cooperative Internships Approach— Included in this part are descriptions oftfie"basic 

activities that are common to most cooperative internships. 

• Alternative Approaches— Suggested alternative forms and procedures are presented in this. 

section to aid departments in developing plans that are unique to^heir own situations. 

• Administration Details— Part of planning involves investigating and establishing policies and 

procedures. This part contains suggested items to consider. 

• Planning Notes— This part is a step by step listing of ideas designed to help the faculty develop 

plans for the effective use of Cooperative internships by their department. 

\ . 

Selected References— References in this part include sources of information used in the hand- 
book section as well as additional references that may be helpful to your department. 

Resource Materials— The example materials contained in this part are illustrative of the types 
of materials you may be developing as part of your department's involvement with 
cooperative internships. 



• 



Developnnental Objectives 



This handbook section is designed to promote vocational teacher education department 
linkages with business, industry, and labor through the use of cooperative internship techniques. 
Based on the reading, adapting, and implementation of a strategies and techniques presented in 



th 



;S section, department staff will be able to more effectively: 
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1. Design and implement cooperative internships; 

2. Develop criteria for cooperative internship based on department linkago goals; 

3. Assess how well coop^^rative internship experiences are being used by the department; 

4. Select appropriate cooperative internship strategies for your department; 

5. Prepare a department plan or procedure for pre-service and in-service teachers; 

6. Locate and utilize available reference materials; and 

7. . Design and prepare appropriate aids to assist in planning, coordinating, and evaluating 

cooperative internship activities. 

' This handbook section is one of an integrated series of eight sections designed for vocational 
teacher education departments interested in more effectively utilizing local or national business, 
industry, and labor resources in their personnel development programs. 

Cooperative internshir • properly organized and managed can be an effective and valuable 
method of professional develop nent for vocational educators both for preservice and in-service 
development. 
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The Cooperative Internship Approach 



The Cooperative Internship Approach part of this handbook section will describe basic 
activities that are common to most cooperative internships. A model procedure for establishing, 
supbA/ising, and evaluating cooperative internships will be described under Planning/Preparations 
Required. This will be followed by Resources Required where budget and personnel resources are 
discussed. 



Model Procedures 

A variety of practices have been utilized in the operaUc >hip progrnms; however, basic 

program policies, guidelines, and basic decisions are essenti ty vocational department interested 

in implementing a program of internship training. The rnodel procedure for establishing a cooperative 
internship program as part of a vocational teacher education program may include the following 
basic elements: 

• Advisory committee; 

• "Dissemination of information; 

• Application for internship; 

• Assessment of competence; 

• Interview applicants; 

• Selection of interns; 

• Locating and selecting training stations; 

• Internship training plans; 

• Orientation program for interns and coordinator; 

• Sjoen/ision and coordination of activities; 

• Monitoring ijiternship activities; 

• Evaluation of internship experiences; and 

• Credit for internship. 
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Planning / Preparation Required 

Basic planning is the first essential aspect when designing an internship program. A great amount 
of this planning is accomplished with the help of selected individuals from university/college staff, 
State Department of Education, business, industry, and labor. Selected individuals must not only be 
interested in internships but also because of their expertise, varied backgrounds, and abilities can con- 
tribute to the obiectives of the program. 

Advisory Committee 

An advisory committee is a helpful asset to an internship program. The following elements must 
be considered if you intend to utilize an advisory committee: 

• Determine the committee size (five to ten members is a workable size); 

• Select individuals with expertise in related fields; 

• Appoint each member for a one-year period and develop a rotating plan of membership; 

• Determine the number of meetings to be held each year; 

• Develop agenda prior to each committee meeting; and 

• Determine the role of the-internship advisory committee. 

Committee members involved in such a program can be of help in many ways. The lollowing 
list suggests possible roles: 

• React to issues and concerns regarding the operation of the program; 

• Give input into basic decisions regarding the operation of such a program; 

• React to concepts and practices proposed regarding the internship program; 

• .React to policies.proposed, relative to the internship program; 

• Discuss placement opportunities; 

• Review sample forms and coordinating techniques; 

• Assist in disseminating to the community vital informat"')n regarding such a program; and 

• Help identify or revise program objectives. 

NOTE: Refer to the Advisory Committees handbook section for any additional information. 
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Dissemination of Information 

Information about the internship program and its objectives should be presented and circulated 
widely among pre- and in-service teachers as well as the business community. Such effort, if done 
several months in advance, can assure a good source of potential interns. Some recommended dis- 
semination approaches follow: 

• Prepare program information sheets and AV presentation; 

• Circulate information related to the program among university faculty and staff; 

• Create awareness among university faculty and staff; 

• Hand out materials at professional meetings; 

• Present information to undergraduate students; 

• Contact potential employers; 

• Contact former interns if program has already been in operation; 

• Attend teacher's conferences; 

• Prepare articles for journals-newspapers; v 

• Hold meetings with several statewide agencies; and 

• Maintain personal contacts with executive officers of related associations. 

A sample internship information sheet is included in Resource Materials (Figure 3.1). 
A sample newspaper article is included in Resource Materials (Figure 3.2). 

Application for Internship 

Once potential interns have been contacted they should fill out an application form and submit 
it to the program director. The applicant should provide information that wili allow him/her to be 
judged according to the selection criteria. Information to be collected may include: 

^ • Name, afddress, and present position; 

• Past work experiences; 

• Education completed; 

• Activities in which he/she would like to participate; 
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• Reason for his/her desire to participate; and 

• Other pertinent data* 

A sample application for internship is included in Resource Materials (Figure 3.3). 
Interview Applicants 

Once an applicant has submitted the necessary information a personal interview should be 
scheduled as soon as possible with the program director. The director or selection committee 
appointed by him/her should examine the individual's qualifications in relation to the selection 
criteria* Discussion might focus on: 

• Personal qualifications; 

• Needs; ^ 

• Future aspirations; 
e Specif ic goals; 

• Ability in human relations; 

• Desire to accept the role of a learner; and 

• Acceptance of constructive criticism. 

Sample questions that are helpful for interviewing prospective candidates are included in 
Resource Materials (Figure 3.4). 

\, 

A sample worksheet to provide a summary of a candidate evaluation is included in Rej^ur^^^ 
Materials (Figure 3.5). * - ^. \^ 

? 

Attessment of Competence^ 

V 

The major purpose of the program is to provide opportunities for interns to acquire new and/or 
up-to-date competencies in their field. These competencies, however, may be technical, managerial,^ 
and/or academic. A self-assessment inventory based on skills and knowledge related to the job can 
help the intern, sponsor, and the employer verify and focus on acquired and/or iteedcd competencies. 

A portion of an intern task and skill self-assessment is included in Resource Materials (Figure 3.6). 
Selection of Interns 

Upon completion of the candidate's interview, the director or selection committee may accept 
the candidates suitable for such a program. The applicant's qualities and the potential for benefiting 
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from such an internship experience should be considered in the selection. In addition to the afore- 
mentioned conditions, the following aspects can be considered: 

• Desire to pursue additional competencies; 

• Previous knowledge that will facilitate his/her entrance into his/her area of interest; 

• Positive concern for developing and improving new programs in vocational education; and 

• Part of required program. ~ 

The size of the group should be based on any or all of the following items: availability of the 
staff supervision, stipend funds, number of training stations and travelling to the internship site. 



Locating and Selecting Training Stations 

Once the candidates have befen accepted and an assessment of their desired proficiencies 
determined, potential employers who may be able to provide internship stations should be contacted. 
Interns may also individually locate appropriate training stations; however, a final assessment should 
be made by the director of the program. An.advisory or consulting committee can also be a valuable 
source of assistance. 

The program director and the employer who has expressed an interest to participate in such a 
program should meet to review the internship program and the responsibilities of various persons in- 
volved. 

The following guidelines can help evaluate potential training sites: 

• The setting must be able to provide experiences needed by the intern. 

• The location must be able to provide a wide variety of experiences. 

• The employer exhibits support for the program. 

• The employer must make provisions for providing workmen's compensation. 
» The employer must be able to provide needed supervision for th ^. intern. 

• The employer must be able to provide necessary work hours for the intern and provide safe 
working conditions. 

• The setting should expose the intern to the latest developments. 

NOTE: A survey of the possible agencies, institutions, businesses, and industries willing to 
participate and cooperate in the program should be made in the initial planning stages. 
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Intomship Training Plans 

Once training station has been located and the cooperating firm or agency indicates interest 
in placing the intern, an interview between the potential supervisor, employer, intern and director 
of the program should be arranged. The following details should be discussed during such an interview: 

• Decide if the selected training site would be beneficial to the intern. 

• Verify if the experiences that will be provided by the cooperating firm match the intern's 
goals and desires. 

• If an agreement is reached, then procedures must be initiated to formulate a detailed guide 
or training plan for the intern and the supervisor. 

• When developing a training plan, involve the intern, employer, and program director. 

• Describe in writing the respon* ibilities of all parties involved in this program. 

• Include procedures for r^ivising or expanding the training plan. 

• Agreements should be consistent with the policies and practices of the employing agency and 
tKe sponsoring university. 

• Mutually agree upon the dura^^'on of the internship, an^ount of compensation to be 
provided, |nd the hours of work. 

A sample agreement is included in Resource Materials (Figure 3.7). 

Follow-up to site visit. Confirmation of details of the cooperative internship and an outline of 
the training agreement should be included in follow-up letter to the company, with a copy sent to 
any necessary administrators at the university. 

A sample intern assignment description is i'ncluded in Resource Materials (Figure 3.8). 
Orientation Programs for interns and Coordinator 

. .Prior to assuming on-the-job duties, a candidate who will participate in the i^nternship experience 
should be informed of the responsibilities placed on him by his empfoyer and the university. The 
candidate should: 

• Strive to develop good human relations; 

• , Seek out information related to his training program; 
^ Become familiar with his training site; and 

• Familiarize himself with all the rules of the employer and the program. 
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Such gn orientation can be accomplished on an individual basis or with others participating in 
this program. 

The business-industry supervisor responsible for the intern must also be provided with an 
informal orientation prior to the initial pnases of each internship. Such an orientation can help 
reduce any misunderstandings wh"^h might occur at a later date. The supervisor assigned to the 
intern should: 

^ Guide the intern in his assignments; 

• Establish a friendly ar.d cooperative ralationship with the intern; 

• Be aware of the intern's needs and goals; 

jmiliarize the intern with the structure and operations of the business; 

• Familiarize himself with the intern's qualifications; and 

• Stimulate an appreciation of the informal relationships that occur in the business. 
A sample agenda for intern orientation is included in Resource Materials (Figure 3.9). 

Supervision and Coordination of Acv^vities 

A. 

Essentia! components of any internship program are supervised visits tc» the training sites and the 
coordination of internships. Such ''isits indicate interest by the college/university in the intern's 
assignment and provide feedback as to the intern's^evelopment on-the-job. Determining the frequency 
of such visits rests with the employer, intern, selected training s:te, and particularly the time of year. 
As a general rule, bi-weekly visits by the ptogram coordinator are recommended. In some instances, 
however, variations are necessary requiring, therefore, the program coordinator to visit at least once 
per month. During the visit the coordinator should meet with the employer and the intern, and give 
Loth the opportunity tu express their opinions concerning necessary changes ta be made in the intern- 
ship. Visits by the program coordinator throughout the internship can provide: 

• An excellent public relations activity; 

• An assurance of continuing participation of the employer in future internship placement; 

• An opportunity to secure materials; 

• An occasion to examine if the activities identified in the \raining plan are being performec^ 

• An opportunity to identify needed changes to be made in the traininn plans; 

• An opportunity to evaluate the intern's human relation skilj^ and overall capabilities; 

• A chance to counsel or advise interns; and 

• An occasion to coordinate education and work experiences. 



ERIC 
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A sample coordinator's site visit report is inch ded in Resource Materials (Figure 3.10). 



Monitoring Internship Activities 

The operation of an internship program requires the recording of daily/weekly activities 
that occur. The intern can best monitor his own daily activities related to the training plan. The 
information provided through various reports can help the program coordinator assess the intern's 
progress and experience, accomplishments, educational gro\A/th, adaptation to the job, and good 
human relations abilities. The following types reports or logs may be required: 

• Completed by interns 
-Daily work log 
—Weekly work log 
—Progress Report 
—Monthly Report 

• Completed by employers 
—Monthly Report ' < 

—Confidential Progress Reporc ^ 

• Completed by coordinators 
—Weekly Report ^ 

A sample intern activity report is includejl in Resource Materials (Figure 3.11). 

Evaluation of Internship Experience . 



A well conceived internship program must include some form of evaluation for determining the 
value of the internship experience to the participant. This can be achieved through: 

• Reports submitted by the interns; 

• Visits by the coordinator with the interns; 



• Employer's feedback; 



• Employer's final evaluation; and 

• FoNow-up studies to evaluate the overall program. 
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When all evaluation data is gathered a plan must be developed to merge the evaluation. Review 
of program procedures is another necessary and useful dimension which needs to be given attention. 
The following elements may be included: 



• 


Review 


forms completed by the intern; 


• 


Review 


forms completed by the supervisor; 


• 


Review 


forms completed by the primary coordinator; 


• 


Review 


plan for screening and selecting applicants; 


• 


Review 


plan for internship experiences; 


• 


Review 


format for internship products; 


• 


Review 


probable internship assignments; 


• 


Review 


internship placement problems; and 


• 


Review 


evaluation schemes and evaluation instruments. 



A sample of a program participant evaluation form, an employer evaluation of an intern form, and 
a program participant follow-up form are included in Resource Materials (Figures 3.12, 3.13, and 
3.14). 

Credit for Internship 

Usually, cooperative internships are a part of, and not apart from, the preservice and the 
in-service program of a department. In that the internship is under direct supervision of the depart- 
ment, the allocation of university credit for internships is justified. 

. The amount of credit to be awarded for internship experiences depends usually on two asgects; 
, • Quantitative - - — ^ 

-Number of hours worked 
• Qualitative 

-Detailed internship training plan; 

-Nature and variety of work performed; and 

-Assessment by the coordinator through supervised visits. 
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The general guideline used for granting credit is to award one hour of university credit for 
each 100 hou« of approved supervised work accomplished. The grading system for credit is 
usually indicated by S (Satisfaction) or U (Unsatisfactory); however, grades A through F are also 
utilized in some instances. 

Resources Required 

The following resources are necessary for the successful operation of a cooperative internship 
program. 

Budget 

An adequate source of continuous funding must be established for the operation of the 
internship program. This budget should be sufficient enough to assure the costs for: ^ 

• A program director; 

• Investigation of prospective employers; 

• Recruitment of interns; 

• Secretarial services; 

• Office supplies; ^ 

• Advertisement; 

• Travel to site; 

• Telephone service; 

• Supervision-coordination of activities; and 

• .Substitute compensations when teachers are released. 

NOTE: Tips on how to obtain funds can be located in the Progrm Support handbook section. 

Faculty Status for Coordinators 

A full time intern coordinator position i. ay be created in the department. The individual 
assigned to such a position should be granted full faculty status. With the appointment of such a 
coordinator: 
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• Responsibilities are fixed; 

• Results and budget are more likely to be forthcoming; 

• Closer attention would be given to the continual expansion of the program; and 

• When combined with an advisory committee, this approach can be quite effective. 

Advisory Committee 

An existing department advisory committee can be utilized in the cooperative internship 
program or a separate advisory committee might be organized to aid in planning, implementing, 
and evaluating the program. If you desire to obtain more information about advisory committees, 
refer to the Advisory Committees handbook section. 

Involving Local Vocational Teachers 

Local vocational teachers can help serve as intern coordinators and, thereby, could assume 
a very important rote in the internship program. Intern coordinators can help: 

• Assist in the selection of training sites; ^ 

• Assist in the placement of interns; 

• Assist the intern in adjusting to the work setting; and 

• Assist with the coordination of the intern's training. 

Financial Assistance 'y 

A plan to provide financial assistance to the interns may be required in order to attract partici- 
pants. Procedures must be set up concerning the awarding and distribution of such payments. 
Some financial plans may include: 

• Stipends; 

• Fellowships; 

• Scholarships; 

• Industry would pay for any work done by the intern; 

• Intern should not receive regular full pay and monies beyond normal expenses for travel 
and meal expenses; and 

• Handle payments of released instructors such as for jury duty or military duty. 
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Alternative Approaches 



Alternative forms and procedures for cooperative internships are presented in this section. 
Alternatives presented include conference calls, scheduling, and the consortia approach. Special 
thennes/topics related to cooperative internships are included at the end of this part of the handbook 
section. These suggestions should aid departments in developing plans that are unique to their own 
situation and needs. 



Other Procedures / Purposes 

Internships come in many different forms. It's therefore wise to decide on which form can 
effectively meet your need. The following are possible variations: 

• Industry-education exchange programs; 

• Internships for persons who have no teaching experience; 

• Internships for educators who need other kinds of experiences in educational settings; 

• Internships in business or industry for individuals who need preservice or in-service experience. 




Conference Call Approach 

As an alternative to the bi-weekly/monthly visit as for example, when travel time to the site is too 
long, the intern's activities can be successfully coordinated by holding a telephone conference call. 
The operator in your area can set up this conference call and get all participants on the line simul- 
taneously. 

Such a conference, however, necessitates careful planning. An added advantage of such an 
arrangenDent is that everyone gets to talk to everyone else. 

NOTE: If you desire additional information on conference calls refer to Resource Persons 
hai *book section. 

Scheduling 

Internship programs can be structured tc fit various schedule arrangements such as: 

• Full-time internship and seminar or conference; 

• Full-time on the job and all courses available in the late afternoon hours; 
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Part-time internship; 



• Other periods; and 

• Si3mmer breaks. 

Consortium Approach 

An alternative approach to developing a departmental cooperative internship program is to 
establish a consortium of several universities. A consortium approach might, also, involve secondary 
and post-secondary schools as well as other teacher education departments. The consortium could: 

• Serve as a coordinating agency; 

• Help locate a pool of training sites; 

• Help place program participants; and 

• Help supervise interns. 
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Special Themes / Topics 

In implementing a cooperative internship type program for pre and/or in-service teachers it is 
useful to explore a variety of alternative approaches before selecting what is best for your department. 
Included below are some suggestions for themes, topics, and groups that might be part of a coopera- 
tive internship program involving business, irdustry, and labor representatives. This is the start of a 
brainstorming list; you are encouraged to add to it: 

1 . Seek placement as an instructor in the training department of a company; 

2. Assist in apprentice training programs; ^ 

3. Become involved in teacher training for apprentice instructors; 

4. Study the benefits of Jnvolvement in cooperative internship programs; 

5. Organize an orientation workshop for teacher participants and cooperating business, 
industry, labor representatives; 

6. Participate in private non-profit skill training programs for disadvantaged and special 
groups; 

7. Serve as an instructor in correctional institution training programs;" 

8. Broaden experience through placement in emerging occupations or other non-traditional 
vocational education areas; 

9. Choose experiences needed to upgrade teacher technical skills; 

10. Establish procedures for an on-going search for cooperative internship proyram sites; 

1 1 . Conduct assessment with pre- and in-service teachers of the types of experiences they 
' desire; 

12. Direct effort at evaluation of placement procedures and valUe of internship experiences. 
Use the remaining space to add your own ideas: 



/ 
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Administrative Details 



This part of the handbook section contains suggested items to consider in investigating and 
^ establishing policies and procedures. These items are followed by a Planning Steps Checklist which 
gives an overview of the major items to be considered in planning cooperative internships 

Examine Existing Policy / Procedures 



The following items need to be examined in order to develop procedures/guidelines for coopera- 
tive internship programs: 

• University/college clearance procedures; 

• Opinions of representatives of the department, faculty, staff; 

• Costs benefits of such a program; 

• Available financial resources; 

• Local labor agreements; 

• Liability, accident, and health coverage; 

• Reimbursement obligations; and 

• Salaries. 

A sample health, services, acciojnt, and liability coverage statement is included in Resource 
Materials (Figure 3.15). 



Establish Policy / Procedures 

The following policies and procedures need to be developed or incorporated into the guidelines 
for cooperative internships: 

• Criteria for intern participation; 

• Criteria for promotion, work load, tenure, and/or professional recognition of individuals 
involved; 

• Insurance coverage; 
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• Criteria for selecting appropriate sites; ^ 

• Criteria for establishing employer contacts; 

/ 

• Financial responsibilities related to program; and 

• Criteria for establishing work sgreements. 

^ / 

/ 

/ 



\ 



/ 



/ 



/ 



/ 



/ 



/ 



/ 



/ 
/ 
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- Planning Steps Checklist 

The purpose of the Planning Steps Checklist is to give an "at a glance" listing of the major 
specific items that are involved in planning for the use of cooperative internships to increase busi- 
ness, industry, and labor inputs into vocational teacher education programs. 

Q—Determtne^ntefnship costs and values — ----- - 

□ Determine faculty and administrative support 

□ Determine program director 

□ Confirm advisory committee members 

□ Determine program objectives 

□ Determine responsibilities of the employer, coordinator, intern 

□ Determine dissenr.ination of information ^ 

□ Determine application procedures for internship 

□ Assess competencies 

□ Interview applicants 
CU Select interns 

□ Locate and select training sites 

D Set conditions for financial compensation and time schedules for internships 

□ Develop internship training plans 

□ Develop probable internship assignments and agreements 

□ Examine liabilities of personnel and intern involved 

□ Orient intern and sponsor 

□ Supervise a'^d coordinate internship activities 

□ Monitor internship activities 

□ Evaluate internship experiences 
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□ Grant credit for internship 

□ Develop a plan for merging evaluation 

□ Follow-up study to evaluate program effectiveness 
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Planning Notes 

This section is designed to assist you in working out plans for the effective use of cooperative 
internship activities/approaches by your department. These points are based on the specific items 
identified In the Planning Steps Checklist. The purpose of these Planning Notes worksheets Is to 
focus attention on gathering information, organizing details, and defining department objectives 
that are critical to involving business, industry, labor representatives in this type of activity /approach. 

List of Planning Notes Topics: 

1. Determine Support: 

Are faculty and administration sympathetic to internships? 
What are the values of such arrangements to the department? 



2. Plan Funding: 

Where will adequate sources of funding be obtained from to assure the success of the 
prografT.? 

3. Plan for Advisory Comrnittee: 

What lay parsons will be active on the advisory committee? 

What sources should be investigated? 

What criteria should be developed for selection? 

4. Plan for Coordinator: 

Who will be responsible for this program and what experiences must he/she possess? 

5. Plan Delivery System: 

What will by your program objectives? 

What items will be included in the delivery system? 

f . Determine Responsibilities: 

What are the responsibilities of employers, coordinators, and interns? 

When, where, and how will interns and sponsors and supervisors be oriented to their 

responsibilities? 

7. Plan Publicity: 

How do you intend to disseminate information about the internship? 

8. Assess Competencies: 

How do you intend to assess competencies and interns' needs? 

9. Select Interns: 

What criteria will be established when selecting inttrns? 
/ , What should your interview guide (candidate) contain? 

10. Identify Sites: 

How do you intend to locate and select training sites? 
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11. Plap.Admjhistrative Details: 

What type of financial arrangements and time schedule for internships and the granting 
of credits have you set? 

12. Determine Training P!an and Assignments: 
What snould an internship training plan include? 
What type of assignments will the interns perform? 

13. Examine Liability Responsibilities: 

Have the liability aspect relating to personnel and interns been examined? 

14. Plan Supervision: 

How do you intend to monitor and supervise internship activities? 
When will individual conferences, seminars with interns be held? 

t5. Plan Evaluation: 

How do yoU intend to evaluate the intern? 
How do you intend to evaluate the program? 

What is your plan to merge all evaluation data? \ 
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Planning Notes 
1. Determine Support ^' 

Are faculty and administration sympatKetic to internships? 
What are the values of such arrangements to the department? 



2. Plan Funding 
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3. Plan for Advisory Committee 



What lay persons will be active on my advisory committee? 




What sources should be investigated? 




What criteria should be developed for selection? ' 

> 




/ 





4. Plan for Coordinator 



Who will be responsible for this program and what experiences must he/she possess? 
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5> Plan DelivefySyst^m 



What will be your program objectives? 

What Items will be included in the delivery system? 



6. Determine Responsibilities 



What are the responsibilities of employers, coordinators and .interns? ^ 

When, where, and how will interns and sponsors and supervisors be oriented to their responsibilities^ 
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7. Plan Publicity 



8. Assess Competencies 



How do you intend to assess competencies and interns needs? 
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9 Select Interns 




What criteria will be established when selecting interns? 
What should your interview guide (candidate) contain? 


• 










10. Identify Sites 




How d J you intend to locate and select training sites? 






/ 
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11/ Plan Administrative Details 





What type of financial arrangements, time schedule for internships and the granting of credits have you set? 

f 






12. Determine Training Plan and Assignments 




What should an internship training plan include? 
What type of assignments will the interns perform? 

• 
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13. Examine Liability Responsibilities 



Have the liability aspect relating to personnel and interns been examined? 



14. Plan Supervision 



How do you intend to monitor and supervise internship activities? 
When will individual conferences, seminars with interns be held? 



- O ■ 

ERLC 



RESOURCE HANDBOOK 

improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor 
The Center for Vocational Educition - The Ohio State University 



3.34 

15> Plan Evaluation 



How do you intend to evaluate the intern? 
How do you intend to evaluate the program? 
What is your plan to merge all evaluation data? 
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Selected References 



This part of the handbook section lists selected reference materials that pertain to cooperative 
internships. In addition to these materials, each service area has a multitude or organizations and 
publications that are related to that particular service area. The library should be helpful in 
identifying these. You are encouraged to add to this list. 



Print Materials 



Colvin T.S. "internship in Off-Farm Agriculture." The Agriculture Education Magazine, May 1971, 
Vol. 43, No. 11, p. 266. 

Hulle, W. Cooperative Vocational-Industrial Teacher Education Task Force Report-NAITTE. 
Keene State College: Department of Industrial Education, Keene, New Hampshire, 1976. 

Larson, M.E. and Valentine, Ivan E. An In hip Proqram for Occupational Teachers Involving 

Indui try- Exchange, Curriculum Buildii,^ ^reer Eaucation, or Leadership Development 

Experiences, Final Report. Pert Collins .olorado State University: Department )f Vocational 
Education, June 1974. (ED 099 571) 

Little, K. J. Review and Synthesis of Research on the Placement and Follow-up of Vocational 
Education Students. Columbus: The Center for Vocational Education, The Ohio State 
University, 1970. 

Mason, R. E. and Haines, P. G. Cooperative Occupational Education and Work Experience in 
Curriculum. Illinois: Interstate Printers and Publishers, Inc., 1972. 

Newell, C. A. Handbook for Development of In.srnshio Programs in Educational Adn,mistfation. 
New York: Teacher College, Columbia University, 1952. 

PajJtler, A. J. and Bu^zell, J. C. Cooperative Educational Program for 'Prospective Vocational- 
Technical Education Teachers. New Brunswick: Rutgers University, 1968. 

Renetzky, A. and Schlachter, G. A. Directory of Internships, Work Experience Programs, and On- 
The Job Training Opportunities. California: Ready Reference Press, 1976. 

Smith, C. W. 'Internships in Nonfarm Agriculture for Prospective Teachers." The Agriculture 
Education Magazine, February 1975, Vol. 47, No. 8, pp. 186-187. 

Sexton, C. N. In-Service Work Experience Internship Program for Occupational Education 

Teachers. Charleston: Eastern Illinois University, Department of Health Education, 1974. 
{ED 097 461) 
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Stitt, R. R. "Internship— A Tool for Upgrading and Maintaining Proficiencies Required by 

Experienced Agriculture Occupational Teachers" in The Journal of The National Association 
of Colleges and Teachers of Agriculture, Vol. XIII, No. 1, March 1969, pp. 10-13. 

Stitt, R. Structured Occupational Internship for Experienced Vocational Tead.jrs. Carbondale: 
Southern Illinois University, 1970. (ED 053 288) 

Yoder, P. E. and Bender, R. E. Development and Implementation Programs in Agricultural 
Occupations for Present and Prospective Vocational Agriculture Teachers. Columbus: The. 
Ohio State University, Department of Agricultural Education, 1976. 
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Resource Materials 



The example materials illustrated in this section are designed to be adapted and used selectively 
as your s**uation dictates. The purpose of these materials is to show a variety of standard forms, 
letters, suggested procedures, and other similar aids that would be useful to vocational teacher edu- 
cation departments in promoting and developing improved linkages with the business, industry, 
labor community in their area. 



Table of Figures: „ _ 





3.1 


Sample Internship Information Sheet (adapted from Colorado State University 
Department of Vocational Education) 




3.2 


Sample Newspaper^Article (Colorado State University Department of Vocational 
Education) 




3.3 


Sample Application (adapted from Colorado State University Department of 
Vocational Education) 




3.4 


Suggested Questions for Interview of Prospective Interns (adapted from Colorado 
State University-Department of Vocational Eaucation) 




3.5 


Sample Summary Candidate Evaluation Worksheet (adapted from Colorado State 
University-Department of Vocational Education) 




3.6 


Portion of an Intern Task and Skill Self-Assessment (adapted from Ohio State 
Universit\ —Agricultural Education Department) 




3.7 


Sample Work Agreemant (adapted from Colorado State University-Department of 
Vocational Education) 




3.8 


Sample Intern Assignment Description (adapted from Ohio State University- 
Agricultural Education Department) 




3.9 


Sample Agenda for Intern Orientation 




3.10 


Sample Coordinator's Site Visit Report (adapted from Colorado State University- 
Department of Vocational Education) 




3.11 


Sample Intern Activity Report (adapted from Colorado State University-Department 
of Vocational Education) 




3.12 


Sample Participant Program Evaluation Form (adapted from Colorado State 
University-Department of Vocational Education) 




3.13 


Sample Employer Evaluation of Intern Form (adapted from Colorado State University- 
Department of Vocational Education) 
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3.14 Sample Program Participant Follow- Up Form (adapted from Colorado Sxate 
University— Department of Vocational Education) 

3.15 Sample Health, Services, Accident, and Liability (Colorado State University - 
Department of Vocational Education) 
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(Name of University) 
(Departn:ent Title) 



STATE PROFESS lONAL DeVELOPIIENT 
PROGRAM IfJTEKfiSHIP 



A continuaticn the IImlR.'ISIuP PP.OGR/Ul with (stcte narre) and EPDA support 
provides opportunities for interested Individuals to participate (during (date). 



PARTICIPANT 
CLASSIFICATIONS: 



ACTIVITIES: 



LENGTH OF 
INTERi^HIPS: 



CREDITS: 



STIPEND: 
APPLICATION: 



This proposal provides for fcur different groups to 
participate: 

A. GRADUATE Individuals preparino for positions as 
STt!PE^TS leaders in adm-inistration, curriculum 
development, career education. 

UNDERGRADUATE > ' 

STUDENTS Individual Sj needing additional work ex- 
periences in industry, bu'Jir.ess, or 
agriculture. 

C, VOCATIONAL Persons desiring updating experiences 
TEACHERS in industry, business, or agriculture. 

D. POTENTIAL Individuals from industry, business, or 

agriculture dosiring to teach in voca- 
tional and/or technical education. 

An approved, coordinated, and supervised work internship program 
will bR pUnnec for individuals in accordance with the above 
classifications. 

Each internship will be planned for a university quarter (ap* 

pro.ifnately weeKs). As r:uch as possible this will be scheduled 

to coincide- w'lh calendars established for individuals in oartici- 
pating institutions. 

credits iray be earned for successful completion of the in- 
ternship in (V£ 5?3, number and title of course INTEPhSHIP IN 
VOCATIONAL ECL'CATION). This course may be either undergraduate 
or graduate credit., 

Participants will mairtain a daily diary and make other reports. 

A stipend of (S) will be provided for individuals who complete 
the program. 

Contact for application form or additional information: 

(Na't'e of Contact) 
(Address) 



Figure 3.1 Sample Internship Information Sheet 
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Un CVJi. Wtwtltttcr . January t 



IffTERNSUirS - AN ANSWER TO 
KCCnNG UP lYini PROGRESS 
FOB VOCATtONAiLEOUCATOaS 
Dr. MIltM £• Lanott, 
PMltsiMr of VccaUonal Eduouloa 
Mutate 8Ut0 Ufilvcnity 

XMplag lip with new dtvtlop- 
atttts and dumsct art chaUcnce* 
for both vocatlosul teachsn and 
•dmlntotriton. One way of accom* 
jMithiflf this ts ttiroujh Intam* 
ships* indudiag some'finaneial 
aulsiaiM and university aedit, 
are available this year thn^ush a 
proffram supported by the State 
Board for Community Colleges and 
Occupational Education under E.P. 

and directed at Colorado Stau 
University. 

iDtetnahips ara arranged for ten* 
weak periods during the school 
year lor vocational teachen; and 
administrators. Soae may be inter* 
estfd in new e a per i c n ce s in indus- 
tiy, business oragriculture. Others 
nay desire sdvancedorexploratory 
experiences of a leadership nature 
with educational agencies or insu* 
tutions. This year special attention 
will be focused on individuals in- 
terested in CURRICULUM DSVEL- 
OPMENT and CAREER EDUCA- 
TION. 

Internships can be arranged for 
employed secondary and post-sec> 
ondary vocational teachers as well 
as for individuals at CSU preparing 
to enter the field. 

Six credits, graduate or under- 
graduate, and a stipend of is 
provided to those who successfully 
complete the pronram. Twenty- 
seven individuals have participated 
in such an experience • under this 
program, in the past. Some have 
interned with such firms as Hew- 
lett-Packard (Colorado Springs on d 
tovcland); Aqua Tech Corpora- 
Uon, Fort CoUins; C.F. and I. Steel 
Company. Pueblo; Oenver Tool 



Crib. Denver; and Mr. Steak, 
Pueblo. Others hsve interned at 
insututions such as Denver Com- 
munity College (north and Red 
Rocks Compuccs); Otero Juxilor 
CoUcce» *<a Junto; V/idcfield Hl^ 
School, Ssei!rity; The State Board 
for Community Colleges amlOecu* 
pational Education« Denver, ^oA 
the VS. Omc3 of Educsdon, Re- 
gion Vin. Denver. 

Amn^emcnu for internships 
are vmde niter the application has 
been received and the badi^roond 
and desires of the individual seek* 
Ing the internship have been care- 
fully reviewed. Careful pkccment. 
coordinntion'and foUowup Is apart 
of the opemtiOQal procedure. 

If you. or a member of your fac- 
ulty are hitcrcsted hi this program 
or would like an application blank 
and further information call or 
write NOW to: 
Dr. Milton E. Larson 
Project Director and 
Professor of Vocational Education 
US VocaUonil EducaUon Building 
Fort CoUiiv. Colorado 80S21 



Figure 3.2 Sanple Newspaper Article 
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(Name of University) STATE PROrFSSIONAL DEVtLOPMCIJ 

PROGR/vM INTtRNSHlP 

(Depdrtment Title) 






APPLICATION 






Mr. 

1. Narre of Krs. 
Applicant: Miss 

(Last) (First)^ (Middle) 

, Social 

2. Age Date of Birth ' Security No. 




^ •- - — 


3. Home Address: 

Street: City 

' Telephone 
State: Zip Code Number 






4. Present: Employer (or) Educational Institution (Complete below): 






Name (Employer or school) 






Street City 

Telephone 

State Zip Code Number 






5. Title of present position (or student classification) 






6. Education (List most recent first, indicate others in descending order). 






Dogree or Year Major 
Institution Address Diplona Received Field 

7. Work Experience (List trost recer.t or nost applicable first). 






No. of 

Position Address City State Years 

8. Briefly indicate why you are interested in participating in this internship nro- 
gram. Relate your personal objectives to possible partic'- ation in this program. 










Figiire 3.3 Sanple Application 
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9. If selected, would you be able to participate for an eleven-week period? 

Yes No 

Prefer: Fall Quarter Winter Quarter 

Spring Quarter Sunwer Quarter 

Other 11 week period (Indicate) to ^ 

10. I have been admitted to (name of university) Yes No 

Degree sought or inmediate goal ^ 

Program : 

11. I plan to apply for admission to (name of university) Yes No ^ 

Program \ 

12. I have a vocational credential valid in (state) Yes No . 

Other state: 

I am applying for a credential in (state) Yes No 

13; ¥^ service area is 

14. Other significant information: 



15. Reference: (List three) 

TELEPHONE 

NAME ADDRESS NUMBER 



Date Signature: 

Attach a copy of transcript of institutions attendpd and resume (if available). 

If additional space is desired for any of the numbered items, complete on the 
reverse side, identifying with the nunber of the items. 



Figure 3.3 continued 
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16. Any problcrs? If yes, explain and state possible solution(s). 



17. Is the work assignment, as initially drawn up, being foUov/ed? 

18. *Did the intern give the coordinator his daily diary copies? 

19. Other " 



20. Next appointment; 

Date 
Time 



Coordinator 



Date 



NOTE; Since later evaluation of the above statements must be considered 
In light of the length of the assic'-.nient, the coordinator should 
state the week of the £ssignr:ent just ccroleted prior to the 
visit. 



Number of v/eeks coirpleted. 



Figure 3.3 continued 
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(Name of University) 
(Departrrjent Title) 



STATE PROFESSIONAL DEVELOPMENT 
PROC.R;^^^ INTERNSHIP 



SUGGESTED QUESTIONS FOR INTERVIEW OF 
PROSPFCTIVE INTERN 



1, Did (or do) you have special reasons for selecting teaching as a career? 

2, What are your short term and long term teaching goals? Do you have certain 
positions in mind as your goal 5, ,10, 15 years hence? 

3. Why are you interested in an internship? Are the purposes of the internship 
clear? 

4. What type of internship position do your desire? Do you have a second and 
a third choice? 

5, Please tell us about your past work experiences and your educational ex- 
periences? 

6. How do you see the Internship helping you to achieve your goals? 

7,, Do you see an area of your background whic^. would be strengthened by the 
\ internship experience? 

8. If you accept an internship position, do you see opportunities to not only 
help yourself, but also to help the University and the sponsor? 



9, 

10. 



Whit kind of an internship position would you prefer? What do you see as 
th^ kinds of duties or tasks you would like to do? 

E(o you have in mind any particular location where you would like to intern? 
Any particular employer? Do you know who should be contacted within the 
organization about this matter? 



11. Are there any special needs that should be considered relative to your 
possible internship? 

12. Do you have a car available for transportation? 

13. Would you accept a position in a location other than that indicated? 

14 Are there any other bHs of information that v.'e should know about you, or 

your plans relative to this possible internship? . 



Figure 3.4 Suggested Questions for Interview of Prospective Interns 
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Date 



1. 



HOW WOULD YOU DZ:?CHIPE 1VX CAI.DIDATi-'S GIIHiin/a. APPT-^RAIXf ? 
(Consider dress; grodLins; bearing; physical, defects, 
if arA>', etc . ) ^ 



WHAT IS YOir.< JtGTIMCrE OF TliK CAIO^IDAIE'S LliTilUSIAMS? 

(Consider his attitude tovprd thir» project; his outlook 
toward his profession; purpose in life, etc.) 



WHAT WAS THE QUALITY" OF HIC TE/iCHIi.'G EXPFRIEKCE? 

(Consider the relationship of his teaching experience to 
the needs of ecployrert-bound youth; satisfactions frcr* 
teaching;, relationship 3 and rapport with students and 
others , etc . ) 



WHAT WAS THE QUALITY OF HIS WORK EX?EF.IE?;CE OTHER THAN TEACHING? 
(Consider the ccntriuuticn of work experience to his effec- 
tiveness as a teacher; ^'as it a satisfying experience? Is 
the vork experience reported accurate? 



HOW W0UT3 YCU RATE THE CAKPIDATE'S GOAJ-S AliD ASPIRATIOKS? 

■i "on^ider Jiis reason? for leirs*; interested in this project; 
the realistic nature of his goals, etc^) 



6. 



HOW WOULD YOU RATE T;{£ CArrDIDAIF* ? CCIC^UMCATIC:; fnLir>? 

(Consider ability to express hinself; proper English usage; 
fluency , etc . ) 



7. VniAT WAS THE CAM)irATK*S AITITIH^E TOWAF.D THE IirrERVlEr' A.U 
THE Ili1-3^V1EVEF? 



8. 



HOW WOULD YCU FuXTE THE CAM)ID/'''K*S L>7/EL CT MATURITY? 

(Consider his i. *lf-ur.<ier standing, Judgnent, rationality. ) 



Figure 3.5 Sample Surmiary Candidate Evaluation Worksheet 
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Overall appraicu.! (check one) Corrjrer.ts : 



Recommended very highly 
Rcconzr.cndod highly 
Kcconacndcd 

Recorasendt^d vith reservations Signature of 

Kot recorrrended Inten^iever 



—Adapted from instrument developed by Ralph C. Wenrich* University of Michigan. 



1 



Figure 3.5 continued 
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Intern 
l>ate 



TASKS AiND SKILLS 


o 

V. 

^ .8 


Can .'erfcrn; 
'nith Supervision 


#H 

r: 
o 
u 

■p r 
o C 

iJ". C 

c ^ 


b 


TIM2HR PKODUCriCri 

Producinr »^'-dIir;rs in Kurserys 

Take soil S£tr5?les 








* 


Interpret soil test reculte 










Apply li:";© ard fertilizers 










Fmnicate seedted to prevent dGr,pirr-of f 










Till scedbod 










Treat seeds 










Broadcast cceds 










Cover setul?; 










Mulch seedbed 










^ Water 










Weed nursery rterd 










Provide shading: for nurr.ciy i^tar^l 










Identify diiiec:scs and insects 










Apply chericalc to cortrc3 dii'eanes and inrxcts 










Calibrate chciical applicr.tcrs 










DeteriTine vvxr. needlinf.s are readv to 1-arvont 










Harvest reedlii:f;c 










Pack cecdlinr". 










Label Dftckr.^*"; for shipmerst 










Identify r.ptrics 










Establishing T:r.bcr Stand:: 

Develop reforestation plan 










DeterLiine tree "-Pacini: 










Determine stockin*? rates 










Prepare necdbed with r.echa^'iiciii rcani, and chemical 
neans 










Transport S'^odiir.r.n 










Plant cecdiirr:^ by hand or r:c.oh:re 










Broadcaiit seeds ty hand troauca;*tinf » machine or 
airplane 










Determine cennination and sur-ival rate 









Figure 3.6 Portion of an Intern Task and Skill Self-Assessment 
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(Name of University) 
(Oepartinsnt Titlfc) 



STATt PROFESSIONAL DEVELOPMENT 
PROGRAK INTERNSHIP 



AGREEMENT 



State Professional I'evelopsr.ent Program Into ip 



Preanble: 



(Name of University) thrcu^h its ('Jepartment title) a-^d in cooperation with 
the State Board for Corr.unity Colleges and Occupational Education, and the 
Office of Education, U.S. Departrent^of I'.ealth, Education, and Welfare, is 
undertaking a pilot ir.te'">ship orcgraV. for the training, exchange and tror:^- 
tion of Vocatioral Education ard rusiness, industry, acricultural and govern- 
ment personro". . An ey.ch:'^gG o^ porsonnel , on a carofully planned structured 
program, will irrpro/e ccrruni cations, enhance educational personnel and 
strengthr^n industry's present ar.d future orployees. The pilot internsnip 
V ' h-^^p inreasura. ly to develop and refine essential rnethodology , gather 
udt? forrulate operational guidelines for later expanded programs of 
Inl. p.. 



Agreemci > : 
Sponsor: 



/ 



Intern: 



Universi ty: 



The industry, agency, institution or district, 
hereafter called the - onsor, s.'^all provide 
opportunity for learning under supervisior, in 
accordance with the program assignrrent which 
1^* attacr.ed to this agreement and which is 
devtfioped and agreed to by all parties. 

The intern shall perform the work assicnrrent 
on the job as a professional, devoting full 
time to the diities, according to the policies 
and regulations of t^'e sponsor-eriployer nnd 
his f'jnctional assignTrnt. The intern will 
assume tne duties assigned as detailed in the 
agreement. He shall help develop the program 
assignment anc advise as to program revisions 
during and after the internship. 

The University shall coordinate the learning 
experiences of the intern with the program 
opportuntics crovioec! by the sponsor. The 
■university, in cooperation with the intern 
and the sponsor, will develop the program 
assignme'V. It shall also maintain an on-qoing 
evaluat^cn through obsorvat'cn, reports and 
consultation with the intern and supervisor(s) 
to continually be alert to changes or needs that 
will male the progran and learning process as 
effective as possible. The university v.ill also 
award hours college credit to the intern who 
successfully ccrrpletes the requirements of the 
elever v»csk internship. 



I 



Figure 3.7 Sannple Work Agreanent 
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Payments 

The intern, who 1s a full-tine student prior to *ne t ig of the 
Internship, shall receive a stipend of (dollar aroi'nt) as ixientlfled in the 

grant agreement with the university. Payments shall be made 

to help cover expenses coincident with fulfill ing this 

Internship. ~ 

Any compensation other than as Indicated above constitutes h separate 
agreement between the intern and the sponsor. The university shall be Infonned 
of the provisions of such agreeirent. 

The Intern, who is employed full-time in the industry-education exhange 
program, shall also receive a stipei.d of (dollar amount) as specified in the 
grant agreement with the university. Each Individual shall continue to receive 
such 'compensation as has been agreed to by the original employer. 

Sum mary : 

It Is further understood and agreed that many details which are iiiherent to 
a program of pilot internship of vocational education can not be entirely 'oreseen. 
Each party, in cooperation with the other parties, will give his best efforts in 
review and make decisions to afford the best methods of handling these details as 
they arise. 

For the 

Sponsor 

Date 



Title 
Intern 



(address] 

For the 

University 

Date Title 



■Discrimination based solely upon race, color, creed, sex, or national origin and 
which is without appropriate basis of dlstirction is contrary to the purposes and 
policies of the University and violates the spirit and Intent of civil rights laws 
of (state)." 



figure 3.7 continued 
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(Department Title) 
(Name of University) 
(Address) 

INTERN ASSIGNMENT DESCRIPTION 

Student's Name Phone ( ) 
Last First Middle 

Internship Mailing Address 

St»'eet City State Zip 
Student's Social Security Number ^ 
Program 

Employer Name Phone ( ) 
Aduress 

Street City State Zip 
Name of Supervisor • Title 
Dates of Employtrent to 
Activities In which student will participate (use extra page If necessary) 

Dally hours of work a.m. to p.m. Day per week 
Remuneration employer Is to pay this studont per hr. wk. mo. 
Other Information 

On back, diagram a simple map showing location of employer, street names and distance 
on the main highways . 

The undersigned agree to conform with this agreement anf< two weeks notice must be given ' 
to all parties before this agreement Is terminated. 

Signed: Approved by Employer Date 

Approved by Student Intern Date 

Approved by Coordinating Teacher Date 

Approved by Dept. Coordinator Date 




Figure 3.8 Sample Intern Assignment Description 
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(Name of Un1versit>) 
(Departont Title) 



AGENDA 

(Date) 
(Time) 
(Room) 
(Duilding) 



Introductions 



Overviev/ of . Internshio Program 



Rules and Regulations 



Reporting Procedures 



Figure 3.9 Sample Agenda for Intern Orientation 
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(Name of University) 
(Department Title) 



Student*? Name 
Institution 



STATE PROFESS I0I;AL DEVELOPr-ENT 
PROGRAM INTERSHIP 



PROGRAM COORDINATORS SITE VISIT REPORT 

Assignment 



Supervisor 



Adrf*'^os 
Title 



1. Is he given the responsibility he seeks? 

2. Is he aware cf the skills and abilities needed 
for the role he seeks? 

3. Intern's opinion of his progress. 



Yes 


No 


Don't 
Knov/ 















4. Coordinator's opinion of his progress. 







Yes 


No 


Don't 
Know 


5. 


Is the supervisor satisfied v/ith his progress? 








6. 


Is the intern succeeding in his objectives? 








7. 


Does he offer constructive ideas to his 
supervisor? 








8. 


Does he understand the duties of his supervisor 
and others to whom he is assigned? 








-9. 


Is he positive toward his training assignment? 








10. 


Does he readily accept suggestions from others? 








11. 


Does he exercise initiative to learn more than 
his assignment requires? 









Figure 3.10 Sample Coordinator's Site Visit Report 
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12. 'S he punctu:! in his att'^idance on the job? 

13. Is his appearance- and dress in keening wi',h 
his associates? 

14. Are his relations with fePov c-^ployees 
satisfying and personal,? 

15. Does his supervisor seem very willing wO 
assist in his progress? 



Figure 3.10 continued 
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Date Received 

Dept. Coord. Initials 



Report by 
to 



(Depax unent Title) 
(Name of Univorcity) 
(Address) 

limia ACTIVITY REPORT 

for the period of 



197 



_197 Baployment address 



Phone ^ l_ 



Internship Program (Check) 



^Production Agriculture ' 
^FBPA Kara IJsnagencnt 
_SEall Aninal 

Agricultural Business, Supplies, 
and Services 
^Agricultural Mechanics 



JVgricultural Products 

(Food Processing) 
Jlorticulture 
JVgricultural Besources 
_JInvironi::ental Protection 

Forestry 



Breakdown of Jobs Perforr.ed (Be Specific) 


Approx. Ko. of Krs. 
on l\ach Job Per 
Reporting Period 


































Total !;u2:ber of rcurs V.*orked 





Skills Learned: Soce Average High 



Time absent from duty: Days Hours 

Reason for absence(s) 



Number of personal conferences between 
Manager and 

Intern 



Subject 



A*, the end of (report period) compete one form and rail to your 
Departrr.entnl Coordinator 

Submitted by: Verified by: 



Figure 3*11 Sample Intern Activity Report 
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(Kace of l!nivorrity) 
(Department Title) 



p/jiTicirArr rnoGR.'O'i ktai.'jatic:; 



(Read each queotior. crrofjUly and check Ihe rai^ver that 
most nearly expresses your *VcIir.{;s. If yru check "undecided" 
it vill nean you l.ave r.o opinion. Vhere asked vhy , please 
amplify or; your opinion). 

1. The program a3siRnz.er.t was properly planned with adequate 
time alloved to cocplete it. 

2- I succeeded with c\y original objectives for the 
internship. 

3. future plans have changed as a result of this 

i^.-^rnship. V^'hy? . 



U. Routine and special tr.frks assigned by icy £up>.-A'visor vere 
conpleted to r^^ satisfaction. 

5. I gained valuable experiences not available in the 
classrooQ. 

6. The internship "/"as ler.s educational than expected. 

T. The f>rganizational structure of 'ny usricned industr> , 
agency or institution is clear to no. 

8. Because of this internship , I can .laV.e a more 
neacingfui contrilution to a future JoL. 



9. 
10. 



Vhy? 



A different placc3.ent vould have teen r.ore worthwhile. 

I was readily accepted as "part cf t^e a:r." in ay 
assigned organization. 



.tl. More responsibility vould have been dcr.ir?. le. 
Vhy? ^ 



if 

to 
< 

>* 

W 

c 

0 

u 


if 

o 
u 


Undecided 


U) 

C] 

a 


if 
u 

cc 
w 

a 

>* 

c 
u 





















































































































Figure 3.12 Sample Participant Program Evaluation Form 
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12. "Feectack" to Univorr.:ty j-ersonnel vac adenuate to 
handle anj* probler.s that arose. 

13. *^ty rupervisor vas hCauf'O » ccoporative, and 
inttrres'i/Cd in mahinf, this a usffvJ learninf ex)5crience. 

Ik. Othors within the organization vere i.eipful* 

15 • Persons contacted outside this orf^aniriation added 
r.uch to this experience/ 

16. Thin type of organization is one in \hich I would be 
proud to serve. 

Wiy? 



17. Considering the previous si>rteen stater.cnts and other information you have 
gained during your internship, ple-^se cor^nent on any part of your experience 
that was meaningful to you and hov this prograr. could te strengtlicned to 
benefit others. (Continue on the back of tliis page if necessary). 



Date Intern 



Figure 3,12 continued 
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(Departrient Title) 
(N'ame of University) 
(Address) 

EKPLOYER EVALUATION OF INTERN 
Enployer: Please return this forn In the attached envelope. 

Student Intern's Nanr.e: ^ 

Please rate the intern on characteristics listed below. Check the appropriate 
space indicating your evaluation of the student to date. 

Superior Good Average Fair Poor 

1. Punctuality 

2. Willingness to learn 

3. Dependability ^ 

4. Thoroughness of work 

5. Acceptance of constructive criticism 

6. Personal appearance 

7. Cooperation with fellow workers 

8. Work speed 

9. Responsibility 

10. Acceptance by supervisors 

11. Acceptance by others 

12. Technical competence 

13. Other corments ^ 



Date 

Finn's Name 
Signature _ 



Address 
Address 



Figure 3.13 Sample Employer Evaluation of Intern Form 
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(Name of University) 
(Department Title) 



STATE PROFESSIONAL DEVELOPMENT f'ROGRAM 
INTERNSHIP 



INTERNSHIP PROGRAM PARTICIPANT FOLLOW-UP 



INSTRUCTIONS; Please respond to each item bv checking the response 
you feel is r^ost approDrldte for each item. NA (not 
applicable) may be check.id if you are a full-time 
student. Disregard the numbering system in parentheses 
which is for tabulating purposes. 

1. Current position in vocational and technical education. 
( ) 



3. 



li 



a. 
b. 
c. 
d. 
e. 



■'Full-time teachinq 
Administration and supervision 
Education train-ing in business or industry 
Unrelated to vocation?l and technical education 
Other (please detail) 



2. Are you employed (or were you employed following your internship) 
in a position similar to or related to your internship? 



( ) 



a. 
b. 

c: 



Yes 

NA 

No 



Is your present position (or any subsequent position) within the 
same fin?, agency, or institution in which you interned? 



) 

. ) 
( ) 



a. 
b. 
c. 



Yes 

NA 

No 



If YES, do you 'feel it was a result of the internship? 

a. Yes 

b. NA 
( ) c. No 

If your position has chanqed since your internship, did the internship 
afford you personal contacts leadi'ig to your present position or to 
subsequent positions? 

( ) a. Yes 

) b. NA 

) c. No 

( ) d. Position is unchanged 



Figure 3.14 Sample Program Participant Follov^-Up Form 
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5. ConslderInQ the position you nr.w hold (or positions held following 
your Intcrr.ship), how \;ould you rate the o verall experience gained 
from your internship? 

( ) a. Very rruch relatec* to ry later posltion(s). 

( ) b. Related, but not applicablo less than 1-0' of the tifTie. 

f ) c. Valuable, but net reldtcJ to ny positi*" .(s), 

( ) d. Of little or no present value. 

( ) e. NA 

6. Please rate the knowledge gained by ycu ditring the Internship that 
. assists ycu In problevi solving at your present position or in 

ihvolvements since your Intcrnsnlp. 

( ) a. Very useable in many situations. 

i ) b. Useable in sone situations. 

{ ) c. Seldom useable. 

( ) d. Of no benefit. 

7. Considering your fomal college classroom Instruction versus your 
internship experiences, what percentage of the experiences were 
meaningful reinforcement of your classrocn) Instruction? 

( ) a. None 

{ ) b. lOX 

( c. 202 

{ \ d. 301 

( ) e. AQ% or more 

8. Considering your fom^al college classroo-n instruction versus your 
Internship experiences, \that percentage of the experiences were 
npt^ duplicated in the classrocn? 

( ) a. lOOX 
( ) b. 75?: 
( ) c. bO% 
i ) d. 25r. 
( ) e. None 

9. Because of your Internship experiences, do you now see for yourself 
future implications for the following: 



A salary Increase? 



a. Yes 

b. No 

An advancer.ent In position? 



) a. Yes 
} b. No 

Increased performance on the job? 



( ) a. Yes 
( ) b. No 



Figure 3.14 continued 
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10. In retrospect, has your attitude of personal gain toward your 
internship changed during the Intervening time? 



Please comnsnt 



Yes 
No 



U. Would you reconmend to others the Internship method of gaining new 
educational experiences? 



a. Yes 

b. No 



Why? 



12. Your conwents about the Internship are earnestly solicited and will 
be much appreciated. You might reflect on how you could be better 
prepared for the Internship, what courses could be offered that 
would re-enforce the Internship experiences, needless duplication 
that occurred betvs'een the classroom anci internship* more credit 
hours for the Internship, or any subject you deerr. important to 
Improve the Internship. 



(If you desire, make additional coiments on the back 
of this page.) 

Thank you for yjur cooperation. Please return this form In the 
self-addressed stamped envelope to- 

(Contact Name) 
(Hme of University) 
(Address) 



Figure 3.14 continued 
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COLORADO STATE UNIVERSITY STATE PROFESSIONAL DEVELOPMENT 

DEPT. OF VOCATIOfvAL EDUCATION PROGRAI^ INTERNSHIP 

HEALTH, SERVICFS. ACCIDENT. AND LIABILITY 

The Student Health Service ; (See Color?do State University Bulletin, 1972-73 

pp. 58-59)- 

"The University maintains and operates an out-patient clin^'c and infirmary 
In the Sti'dcnt Health Center Euildir.g. The out-patient clinic is open from 
7:30 to 5:00 p.n., Konday through Friday v.rile school is in session. Out-patient 
emergency care is pvailable an- the infirniary is in operation 24 hours a day, seven 
days a week while scnool is in session including the ten-week summer quarter. 

Any full-tine students are eligible for care at the Center and oart-tltne 
students are encouraged to contact the Health Center and r.ake individual arrange- 
ments best suited to their needs.... 

In conjunction with the health services offered, there is a supplemental . 
sickness and ac-ident insurance policy offered by an independent company which 
covers a major portion of the costs involved in maintainir.g optimum health. The 
insurance coverage is in effect during both the school term and vacation periods. 
It is the poli cy of the University that all students carry this supplemental 
insurance or have equivalent coverage ty another company . 

A complete stater^ent of services offered by the Health Center is furnished to 
new students and is available at the STUDENT HEALTH CENTER OFFICE. 

The above aoplies to interns who have met the s*ipulation indicated. Fach 
individual should provide such additional insurance coverage as he or she deems 
necessary. Other coveraae IS \01 provided through the INTERNSHIP PROJECT or 
COLORADO STATE UNIVERSITY. 

Accident Coverage 

It is strongly suggested that each intern secure accident insurant coverage 
to adequately protect himself or herself on the internship educational experience. 
Many indiviouals ra/ already have such ccerage. Arrangcrents should be made with 
your independent insurance corrany. Protection is not^ prcvidec by ti.e INTERNSHIP 
PROJECT or by COLORADO STATE I'MVERSITY to cover injury by accic'^nt while partici- 
pating in the internship experience. 

Liability Coverage 

It is conceivable that the actions of an intern might result in an injury to 
an employee or other individual. Protection for the intern relative to such 
liability may be secured by; 

1. Securing an endorsement to an existing HOMEOWNER'S POLICY 

2. Purchasing a personal liability insurance policy (Cost 
about $10 from independent insurance companies). 

The INTERNSHIP PROJECT or COLORADO STATE UNIVERSITY does not provide such 
insurance or assume liability. 



Figure 3.15 Sample Health, Services, Accident, and Liability 
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